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...An Equal Opportunity/Affirmative 
Action Employer 

Telephone - 207 - 289-3854 (VOICE) 
Hearing Impaired - 207 - 289-4537 (TDD) 

Bulletin #61530 _ Da/e Issued: Apri1 ^ 1990 | _ Date Closing: Until Cancel led 

___ PUBLIC EXAMINATION ANNOUNCEMENT _ 

CLERK TYPIST II (001200) 


Department of Administration 
Bureau of Human Resources 
Slate Office Building, Room 214 
Slate House Station 004 
Augusta, Maine 04333 
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Pay Range: 8 

Bargaining Unit: A - ADMIN 
(07)IBMPS2 

Contact: G. Ottmann-Deeves 

$265,60-289.60-299.60-310.40-320.40-330.40-344.40/wk. 

EFFECTIVE 10/1/90: 

$273.60-298.40^308.40-319.60^330.00-340.40-354.80/wk. 

PURPOSE OF ANNOUNCEMENT : To recruit qualified candidates to fill future 
vacancies statewide. 

SCOPE OF WORK : This is clerical and typing work involving complex and 
varied work methods and problems. Typing is essential ini this work and 
the class is distinguished by relatively more complicated clerical 
assignments and typing more complex materials. Employee may act as a 
lead worker over small! groups of clerical workers. 

TYPICAL DUTIES: 


Sets up and types correspondence, reports, forms, etc. from rough 
draft or plain copy, including material containing' graphs, charts 
and tables. 

... Composes and types form letters and routine correspondence, 
prepares reports and tabulations. 

Prepares payrolls, vouchers, requisitions,, purchase orders, etc. 

; . ... Maintains personnel, financial and other clerical records. 

... Performs routine clerical operations such as filing, proofreading, 
answering the telephone, assisting the public, scheduling and 
canceling appointments. 

REQUIRED KNOWLEDGES AND ABILITIES : 

... Knowledge of Englishi grammar, spelling andi punctuation. 

Knowledge of standard office practices, procedures and equipment. 

... Knowledge of standard letter and memo formats and various filing 
systems including cross-referencing and subsystems. 

Ability to type accurately at 30 words per minute. 

Ability to file, retrieve and maintain material using basic 
secondary systems. 

... Ability to make intermediate arithmetic computations rapidly and 
accurately. 


3033671673 
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GENERAL INFORMATION TO CANDIDATES. 


I. HOW TO Al’IM.Y: Applications m-iy ho obt:iiin**l fmm ihc Ifarrau of 
Human Resources. Stale Mouse Suiion 4. Augusta, or any lOcai office 
of the M4iuc Jv>b Service. You may apply to be examined for a variety 
of StaLC positions, but you must submit a separate application form for 
each job classification for which you wish to apply. Applications are con¬ 
sidered for employment based upon information supplied on the appli¬ 
cation plus supporting documents. Incomplete or inadequate entries may 
cause as application to be unnecessarily rejected. 

2- EXPERIENCE SUBSTITUTED: In rating experience and training quali¬ 
fications u listed, applicants will be accepted for examination if their ap¬ 
plications show an acceptable equivalent combination of experience and 
training, except where educational qualifications are reflected in neces¬ 
sary registrations such as to practice medicine or engineering, or where 
such educational requirements are set as standards by federal agencies 
making grants-in-ud or otherw ise contributing to Sutc programs. 

3. ORAL EXAMINATION: The Bureau of Human Resources reserves the 
right to include an oral examination as a component pan of the examina¬ 
tion and to summon only those candidates receiving the highest rating 
in the preceding phases of the total examination process. 

4. RESUMES: Education, training and experience used for meeting mini¬ 
mum quaiiflcauons used in establishing a score through a training and 
experience evaluation must be listed or» the applicauon itself. You may 
amplify or supplement this information by use of a resume. 


5. CLOSING DATES: We adhere strictly to these dates so make sure you* 
application arrives on time and is complete. 

6. SALARY: Appointments normally will be made at the beginning step in 
the salary range. 

7. APPEALS: Any competitor may appeal to the Director of the Bureau of 
Human Resources for a review of his/her rating in any examination. Such 
appeals must be requested in writing and within thirty caloidir days after 
the date such examination notice result was postmarked. 

8. APPOINTMENTS: Appointments are made by the various State Depart¬ 
ment Heads and not by the Bureau of Human Resources. When there is 
a vacancy in any department the Bureau of Human Resources submits a 
list of eligibtes from the appropriate register. The Department I lead may 
select anyone of those certified to fill the vacancy. The remaining names 
are returned to the list and will be considered for other vacancies. 
NORMAL ORDER REFERRAL: Persons who .re: I. on layoff; 2. 
agency employees: 3* other state employees; 4. others. 

9. PROBATIONARY PERIOD: AU appointments to pemunem positions 
•re made fora probationary period of not less than six (6) months, md this 
probationary period is an essential part of the examion process. 
During this period. the work and conduct of the employees ire systemati¬ 
cally checked and reported on by a supervisor, to 'determine whether 
permanent appointment is desirable. 


Ability to follow written and oral instructions which explain varied! or multiple 
procedures. 

Ability to proofread for conformance with prescribed pattern or form. 

Ability to transfer information and present it in, a modified form according to 
procedure. 

... Ability to work effectively with co-workers, supervisors and the public. 

Ability to instruct and advise clerical employees on methods and procedures. 
Ability to operate specialized office equipment. 

Ability to ask questions to complete forms, relay information and provide data for 
management. 

MINIMUM QUALIFICATIONS : High school diploma or equivalent which includes office 
practices coursework, -OR- similar training and education such as vocational technical 
institute or adult education clerical coursework or secretarial school courses. -0R- 
equivalent clerical office work experience. 


EXAMINATION : Will consist of a Z\ hour Written test (100%), covering the following 
content areas: Alphabetical Filing, Chronological Filing, Sorting Materials, English, 
Ulsage, Capital izationi, Punctuation, Grammar, Dictionary usage, Vocabulary, 
Proofreading, Interpreting Facts, Basic Arithmetic. 

APPOINTMENT HIST : (Register) will be established on an Open Competitive and 
Promotional basis and will be merged with the existing register for the class. 
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Source: https://www.industrydocuments.ucsf.edu/docs/mgblOOOO 



